Convert a Word Document to an Accessible PDF

(Adobe Acrobat Professional Required)

For the best results when converting a word document into a PDF, start with an accessible word document. Some
accessibility will carry over from Word to PDF. For assistance with creating an accessible word document, see the visual
handout: Creating an Accessible Microsoft Word Document

Convert to PDF
Step 1. Open Microsoft Word.
Step 2. Open the word document to be converted to PDF.

Step 3. Go to File and select Save As pictured below. DO NOT select Save as Adobe PDF.
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Step 4. In the Save as dialog that appears, select a location on your computer where you want to save the file.

Step 5. Name your file. From the Save as type drop down, select Adobe PDF and then select Options as pictured
below.
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Step 6. The Options menu will appear as pictured below. Select options, Document structure tags for
accessibility and *PDF/A compliant as pictured below. Click Ok.

*PDF/A is an ISO-standardized version of the PDF specialized for use in the archiving and long-term preservation
of electronic documents. Selecting this option will make the document appear as read only to prevent
modification. If content needs to be edited down the road, the ability to make edits can be enabled in Adobe
Acrobat Pro. If you choose not to use this option, don’t select PDF/A compliant from the Options menu. Not
selecting this option does not change the accessibility of your document.
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Step 7. Save the document.



Helpful Accessibility Information when working with PDF Documents
Title and Language Properties

It is important to include titles and languages in your PDF document’s properties. This helps screen readers detect the
name of the document and the language of the document. Also, Ally checks for these properties when scanning files. To
add titles and languages to your PDF document’s properties, follow these steps:

Step 1. In Adobe Acrobat Professional, select File at the top left corner and select properties from the menu as
pictured below.
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Step 2. The Document Properties box will appear. Select the Description tab. Make sure the name of the
document is present in the Title field as pictured below. You are welcome to complete the additional fields
under this tab if you desire.
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Step 3. After adding a title in the Description tab, select the Advanced tab. Under Reading Options, select English
as pictured below. If the document is not English, select the correct language. When complete, click Ok.
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Step 4. Save your changes. You are complete.



Accessibility Checker

Adobe Acrobat Professional provides you the opportunity to verify if your PDF document meets accessibility standards
and WCAG (Web Content Accessibility Guidelines). To run the Accessibility Checker, follow these steps:

Step 1. Start by selecting the Tools option at the top. Under the Protect & Standardize heading, select the
Accessibility Tools icon as pictured below.
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Step 2. At the right, select Full Check from the Accessibility Tools panel as pictured below.
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Step 3. Select All Pages and click Start Checking from the Accessibility Checker box as pictured below.
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Step 4. Results will appear on the left under the Accessibility Checker panel as pictured below. If any items are
found that need correcting, Adobe Acrobat Pro will provide instructions on how to fix.
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